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Introduction and Basic Steps
Amendments are changes made to your records or your personal information.  Amendments may be specific to a particular license or general. For example, if you have a Barber Apprentice license and you need to change your supervising barber that amendment is only found on the Barber Apprentice license.  

Examples of general amendments are:
· Address Change Amendment
· Contact Change Amendment

· Social Security Number

· Date of Birth

· Email address

· Phone number

· Duplicate License Amendment

· Name Change Amendment

IMPORTANT NOTE:

It is required that all your active licenses have up to date information.  If you make a general address/name change, you must make this change to all active licenses.

This guide walks you through each of these general amendments to assist you in keeping your license as current as possible.

Login to your License Center account, and select the ‘Manage My Licenses’ tab.  Under the ‘Action’ column, select the ‘Amendment’ link.
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Records

‘The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and
other documents with vour account. Expect this secure process to take up to ten minutes.

Below is a lst of the records associated with your account. You can dlick the record number to see details. Use t
the record to perform actions such as resuming an application, starting  renewal, changing a contact or adding

certification document.

‘Showing 1-2 of 2| Download results | Add to collection | Add to cart
Date

Submitted
05012014 AENSA401883 DO Nai Speciaty License.

05012014 AECA40188  DOS Cosmetology License

Record Number  Agency  Record Type

Expiration Date
0501201
0501201

Active
Active

Select the
‘Amendment’
link





Select the change you would like to make by clicking in the circle of choice and click the ‘Continue Application’ button.
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Select an Amendment Type

Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
plesse contact a NYS License Center representative at (518) 453-8130.

OJaddress Change Amendment
ofcontact Information Change Amendment
Ofpuplicate License Amendment

©fName Change Amendment
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Address Change Amendment
Login to your License Center account, and select the ‘Manage My Licenses’ tab.  Under the ‘Action’ column, select the ‘Amendment’ link.

Select the ‘Address Change Amendment’ circle and click ‘Continue Application.’
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Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
plesse contact a NYS License Center representative at (518) 453-8130.

© Duplicate License Amendment
© Name Change Amendment
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The first step is to select the contact type you would like to change with this amendment.  For individual license, this defaults to ‘Individual’ and you are unable to change it.

For business licenses, you are able to select the ‘Individual’ or ‘Organization’ contact type to change.  
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Step 1:Amend’> Select contact type
“indicates = required field.

Contact Type to Change

CONTACT TYPE TO CHANGE

Select the
contact type to
change

Only the individual can change a name for this license type, please click "CONTINE'
* Please select the contact type you would like to change:

Continue Application » | g Save and resume later: 7]





On the ‘AMEND_ADDRESS’ screen, you must select the address you intend to change.
NOTE: If you have more than one address, they display in rows here.

If you have more than one address it is especially important to indicate the address you are changing on the ‘Change this Address’ column.
The ‘Change this Address’ column defaults to ‘Yes.’  If you need to change this default, click the down arrow next to ‘Actions’ and select ‘Edit.’[image: image6.png]Address Change Amendment

2 Review 3 Record Issusnce.

Step 1:Amend> Select Address to Change
‘Select the address by checking the box to the letof the address to be changed.

NOTE: You may use the Select Al feature by checking the box o the eft of “Address Type".

Click the "Ed Selected button.

Under the 'Change this Address’
column, check that 'yes' or o' is
displaying as needed

Address(es) to be Changed

AMEND_ADDRESS
Please select Change this address to Yes'and cick the ‘Subrit button

‘Showing 1-1 of 1

Address.
99 Washinaton Ave Abany N 122102821

To update the
‘Change this
Address’
column, click the
down arrow and
select Edit

Save and resume later;




A separate popup displays with the ability to check ‘yes’ or ‘no’ to change the address.  Select the appropriate option and click ‘Submit.’
All address display in rows, you need to set ‘yes’ or ‘no’ for each address.
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Verify the ‘Change this Address’ column is correct and ‘edit’ again if necessary.  Then click ‘Continue Application.’
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The next screen allows you to select the records you would like to change with this amendment.  If there is a fee associated to that change, it displays here.
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Address Change Amendment
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Step 1:Amend>Records to be Changed

We have located the folbowing associated Application, License, of renewal records in your profie. Pease confirm that you wish to change ll o the records.
where the Change this Record? has a Yes.

you do NOT wish to change partcular record(s), please select the record(s) by checking the box tothe ket of the Record ID. Cick the Eit Selected
buton,

NOTE: You may use the ‘Select Al feature by checking the box to the let of Record ID. Any associate fees

‘Once you have confrmed your selection(s), please cick the Continue Application button are listed here

Records to be Changed

AMEND
Showing 1-2 of 2 To update the
Record ID Record Description Change this Record? 'Change this
AEC-1401884 Cosmetoogy License Yes - Record?' column,
e B e click the down

Edit Selected arrow aErLd select
Edit'

Continue Applicaton » Save and resume later: 7|





The ‘Change this Record?’ column defaults to ‘Yes.’  If you need to change this default, click the down arrow next to ‘Actions’ and select ‘Edit.’
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Records to be Changed

AMEND

‘Showing 1-2 of 2.

Record D Record Description
AEC-14-01884 Cosmetoiogy License
ABNS-14-01283 Nai Specaly License:

Fee
10 Actions v
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A separate popup displays with the ability to check ‘yes’ or ‘no’ to change the record.  Select the appropriate option and click ‘Submit.’
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On the ‘Enter New Address Information’ screen, take note of the information and directions at the beginning.  These may update over time and will help you process this amendment correctly.

Enter your new address and click the ‘Search’ button.  This search button validates the address against the US Postal service.
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Take note of

Step 1:Amend>New Address Information
Please enter your new address information below. Cickthe Search button o valdate the address withthe Post Office

NOTE: Currenty, address valdation works for US and Canadian addresses only.
‘Once valdated, the Address fields Wil NOT be edfable and display as orey.

Ciick the Continue Application button.

information
and
directions
provided
here.

* indicates a required field.

Enter New Address Information

*Address Line 1:

*City: * state: Zip: Enter NEW address
[selec— 2] here and click

County: Countr 'Search’

United States =

o= | =y |
™~

Save and resume later: [ |





Verify that the validated address is correct.  If the address is NOT correct, click the ‘Clear’ button, reenter the address and click ‘Continue Application’ without using the ‘Search’ button.
If the address cannot be validated, the search provides a list of possible addresses.  Select the correct address or if the address provided are NOT correct, click the ‘Clear’ button, reenter the address and click ‘Continue Application’ without using the ‘Search’ button.
When the address information is correct, click the ‘Continue Application’ button.
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Review that all information is correct.  If a section needs to be updated click the ‘Edit’ button and update as necessary.  If all information is correct, click the ‘Continue Application’ button.
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Address Change Amendment
s

Step 2:Review

e ———-

Please review all information below. Click the 'Edit’ buttons next to the section you wish to edit or dlick ‘Continue Application’

Record Type

Address Change Amendment

Contact Type to Change
comacT Tvee To cHanGE (e
Please select the contact type you would like to change: _ Individual
Address(es) to be Changed
AMEND_ADDRESS (Leanad
Address Type Address Change this Address
Home 99 Washington Ave Albany NY 122102821 Yes
<[ i »
Records to be Changed
AmEnD et
Record i Record Description Change this Record? Fee
AEC-14.01584 Cosmetology License Yes 0
‘AENS-14.01883 Wil Specialy License Yes 0
<[ i »

Enter New Address Information

150 Broadway.
Menands NY 12204-2715
United States

-— Soveand resume ttr! ]





Review the fees and ‘Checkout’ or ‘Continue Shopping.’
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Address Change Amendment

Step 3:Pay Fees

Listed below are the preliminary fees based upon the information you've entered.
The following screen will display your total fees.

Application/Renewal Fees

Fees. ay. Amount
Contact Change Fee (Appearance Enhancement) B 52000
TOTAL FEES

Note: This does not include additional fees which may be assessed later.

$20.00

'Check out' or
'Continue Shopping'





Once the amendment is saved or completed, it is listed on the ‘Manage My Licenses’ tab.
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‘The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and
other documents with vour account. Expect this secure process to take up to ten minuts

Below is a lst of the records associated with your account. You can dlick the record number to see details. Use the action button on
the record to perform actions such as resuming an application, starting a renewal, changing a contact or adding n education
certification document.

‘Showing 1-3 of 3| Download results | Add to collection | Add to cart
Date





Contact Information Change Amendment
To change, Social Security Number, Date of Birth, email address, or phone number use this amendment.

Login to your License Center account, and select the ‘Manage My Licenses’ tab.  Under the ‘Action’ column, select the ‘Amendment’ link.

Select ‘Contact Information Change Amendment’ and click ‘Continue Application.’
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Select an Amendment Type

Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
plesse contact a NYS License Center representative at (518) 453-8130.

© Address Change Amendment

31 Contact Information Change Amendment

® Duplicate License Amendment
© Name Change Amendment
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The first step is to select the contact type you would like to change with this amendment.  For individual licenses, this defaults to ‘Individual’ and you are unable to change the selection.

For business licenses, only individual license holder information can be changed with this amendment.[image: image18.png]Contact Information Change Amendment

T

Step 1:Amend> Select contact type
Only the ndividual can change their contact or thi license type, please cick ‘CONTINUE

*indicates a required field.

Contact Type to Change

CONTACT TYPE TO CHANGE

Select the
contact type to

Only the individual can change contact information for this license type, please click "CONTINUE"
*Please select the contact type you would like to change: [ Tndividual

Continue Application » | e





On the ‘CONTACT AMENDMENT INFORMATION’ screen check all the changes that are being made with this amendment.  Once the checkbox is selected a fill area displays below it.  Enter in the new information.

Enter in the description of the changes and click ‘Continue Application.’

[image: image19.png]Contact Information Change Amendment

s

Step 1:Amend>New contact information
Please select each fem you wish to change by checking the box to the right. Enter the new information i the box that appears beow.

*indicates a required field.

Contact Amendment

CONTACT AMENDMENT INFORMATION

Social Security Number: Enter new data

in fields

Date of Bi

Email Address:

New Country Code:

New Phone Number: = 5185553555

*Please provide a brief description of the reason for your A
change request:

Enter Save and resume later: [ |

description





The next screen allows you to select the records you would like changed with this amendment.  If there if there is a fee associated to that change, it displays here.

The ‘Change this Record?’ column defaults to ‘Yes.’  If you need to change this default, click the down arrow next to ‘Actions’ and select ‘Edit.’
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Step 1:Amend>Records to update

We have located the folbowing associated Application, License, of renewal records in your profie. Pease confirm that you wish to change ll o the records.
where the Change this Record? i Yes

you do NOT wish to change partcular record(s), pease select the record(s) by checking the box tothe leftof the Record ID. Cick the Edit Selected
buton,

NOTE: You may use the Select All feature by checking the bosx to the left of Record ID.

‘Once you have confrmed your selecton(s), please clck the Continue Application button Any associate fees

are listed here

Records to be Changed

AMEND
For Change this Record?: please select ether Yes or No. Clck the 'Submit button NOTE: The Record ID, Record Descriptin, and Fe

To update the
'Change this
Record?' column,
click the down

Edit Selected arrow aErLd select
Edit'

Showing 1-2 of 2
Record D Record Description Change this Record?
AEC-14-01884 Cosmetoiogy License Yes
ABNS-14-01283 Nai Specaly License: ves

Continue Applicaton » Save and resume later: 7|





A separate popup displays with the ability to check ‘yes’ or ‘no’ to change the record.  Select the appropriate option and click ‘Submit.’
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Verify the ‘Change this Record’ column is correct and ‘edit’ again if necessary.  Then click ‘Continue Application.’
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AMEND
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‘Showing 1-2 of 2.
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ABNS-14-01283 Nai Speciay License
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Fee
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Depending on the change you are making to your records, you may need to provide documentation.  

Note: Social Security Number and Date of Birth require documentation.

If you are required to provide documentation you have the ability to upload that documentation. 
Use the ‘Upload Documentation’ feature to add documentation to the amendment if needed.

Click the ‘Continue Application’ button to move forward.

[image: image23.png]Contact Information Change Amendment
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Step 2: Attach Documents > Supporting Documentation
Please provide a document for each of the folowing changes

1. SSH Change Documentation : Acceptable forms of documentation are: Social Securty Card
2. Date of Birth Change Documentation: Acceptable forms of documentation are: Birh Certficate, NYS Drivers License, US Passport.

*indicates a required field.

Attach Supporting Document

NOTE: You must cick the Save Documentation button o save your information, before clicking the Continue button.

No documentation has been identified that requires upload, please click Continue below to

proceed.

Name Twpe size. LatestUpdate  Action
No records found.

-—
[ P Save and rosume toter 1]





Review that all information is correct.  If a section needs to be updated click the ‘Edit’ button and update as necessary.  If all information is correct, click the ‘Continue Application’ button.
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Please review all information below. Click the 'Edit’ buttons next to the section you wish to edit or dlick ‘Continue Application’

Record Type

Contact Information Change Amendment

Contact Type to Change

CONTACT TYPE TO CHANGE.

E

Please select the contact type you would like to change:  Individual

Contact Amendment

‘CONTACT AMENDMENT INFORMATION
‘Social Security Number: No

New Social Security Number:

Date of Birth: No

New Date of Birth:

Email Address: No

New Email Address:

Phone Number: Yes

New Country Code:

New Phone Number: 518-555-5555

Plesse provide a brief description of the reason for your  blah
change request:

E

Records to be Changed

Awenp

Record D Record Description Change this Record? Fee
AEC-14-01354 Cosmetology License Yes [
AENS-14-01883 Nail Specialty License. Yes o

R i

Attach Supporting Document J

NOTE: You must cick the Save Documentation button o save your information, before clicking the Continue button.

Name Twpe size. LatestUpdate  Action
No records found.

contnuenpptcatin | e





If there are no fees, a confirmation screen displays.

[image: image25.png]Consumer Complaints

Apply now! For a New License or Permit

Payment
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Step 3: Application Submitted
Your application(s) has been successfuly submitted. Please click on the Home tab to view available menu

options.

Confirmation

Home | Manage My Licenses

Your application(s) have been successfully submitted. If fees are associated with your application, click on the PrintiView
Shopping Cart Receipt button to printiview your Shopping Cart Receipt. To printiview an agency receipt with agency specific
data, click on the application link and select view details under the Fees section on next page.

Dos.
Contact

Information
A14002931 Change

Amendment





Once the amendment is saved or completed, it is listed on the ‘Manage My Licenses’ tab.
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Records

‘The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and
other documents with vour account. Expect this secure process to take up to ten minutes.

Below is a lst of the records associated with your account. You can dlick the record number to see details. Use the action button on
the record to perform actions such as resuming an application, starting a renewal, changing a contact or adding n education
certification document.

‘Showing 1-4 of 41 Download results | Add to collection | Add to cart

AECALOW84  DOS Cosmetology License 0510172018 Active





Duplicate License Amendment
The duplicate license amendment is a request for another printed copy of the license.  You must select this amendment from the license you want a copy of.
Login to your License Center account, and select the ‘Manage My Licenses’ tab.  On the list records, find the license you would like a copy of and under the ‘Action’ column, select the ‘Amendment’ link.

Select ‘Duplicate License Amendment’ and click ‘Continue Application.’
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Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
plesse contact a NYS License Center representative at (518) 453-8130.

© Address Change Amendment
© Contact Information Change Amendment
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Review the applicant information and click ‘Continue Application.’

NOTE: Changes to personal information are not made here.

[image: image28.png]Duplicate License Amendment

2 Review 3 payrees 4 Record tauance

‘Step 1: Amendment Request> Applicant

*indicates a required field.

Applicant

Enter your contact information below. o save time you can use the Auto-fill option to copy contact information from your
registration. If you already have a license, use the drop-down list to copy information from your contact record on file.

ot @
st ade: Last surne
femee

‘Daytime Phone: E-mail:
e p—

e ate: ssi

01/01/1980 B e

To add a new contact address, cick e Add Contact Address nk. To ed a contact address, cick the EdR ink. To remove one of your addresses from this
‘appication, cick on the Remove ink. Required contact address type(s) Home.

Address List
NOTE: You must cic the Save Address button to save your address, before clicking the Continue button.

A homelbusiness address must be a physical address and cannot incude a post offce bosx.f you have a seperate maiing address, you should add a second
‘contact “maiing” address which may include a post office box.

‘Showing 1-1 of 1

Address Type  Primary Address. Action Validated
Home, Yes 150 Broadway, Abany

» Add Contact Address

=
[y PR Save and resume lter, (1]





The Amendment Request page displays, select ‘yes’ for the question ‘Request a duplicate license?’ and click ‘Continue Application.’
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2 Review 3 payrees 4 Record tauance

‘Step 1:Amendment Request>Apply

*indicates a required field.

Request Details

GENERAL INFORMATION

*Request a duplicate license?: [Bives © No

Continue Application » | Wi





Review that all information is correct.  The ‘Applicant’ section of the ‘Review’ screen CAN NOT be edited here (these changes require an amendment).  If a section needs to be updated click the ‘Edit’ button and update as necessary.  If all information is correct, click the ‘Continue Application’ button.

[image: image30.png]Duplicate License Amendment

Step 2:Review

4 Record Issusnce.

Save and resume late

Please review all information below. Click the 'Edit’ buttons next to the section you wish to edit or dlick ‘Continue Application’

Record Type

Duplicate License Amendment

Applicant

Individual
Jenn James
Birth Date:01/01/1980
iy

Daytime Phone:(+001)518-555-5555

jennjamesssa

Request Details

‘GENERAL INFORMATION

Request 2 duplicate license?:

s

Yes

=T

Save and resume later: [ |





Review the fees and ‘Checkout’ or ‘Continue Shopping.’
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Step 3:Pay Fees

Listed below are the preliminary fees based upon the information you've entered.
The following screen will display your total fees.

Application/Renewal Fees

Fees ay. Amount
‘Appearance Enhancement Dupicate License Fee 1 1000
TOTAL FEES

Note: This does not include additional fees which may be assessed later.
$10.00

'Check out' or
'Continue Shopping'





Once the amendment is saved or completed, it is listed on the ‘Manage My Licenses’ tab.  A duplicate license is printed and mailed.
[image: image32.png]Records

‘The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and
other documents with vour account. Expect this secure process to take up to ten minutes.

Below is a lst of the records associated with your account. You can dlick the record number to see details. Use the action button on
the record to perform actions such as resuming an application, starting a renewal, changing a contact or adding n education
certification document.

‘Showing 1-5 of 5 Download results | Add to collection | Add to cart

RecordNumber  Agency  Record Type Expiration Date  Status. Action Description
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Change Amendment
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Name Change Amendment

Login to your License Center account, and select the ‘Manage My Licenses’ tab.  Under the ‘Action’ column, select the ‘Amendment’ link.

Select ‘Name Change Amendment’ and click ‘Continue Application.’
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Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
plesse contact a NYS License Center representative at (518) 453-8130.
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The first step is to select the contact type you would like to change with this amendment.  For individual license, this defaults to ‘Individual’ and you are unable to change it.

For business licenses, you are not able to change the name of the business.  Business name changes require a new application.  
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Step 1:Amend’> Select contact type
“indicates = required field.

Contact type to Change

CONTACT TYPE TO CHANGE

Select the
contact type to
change

Only the individual can change a name for this license type, please click "CONTINE'
*Please select the contact type you would like to change: [tndividual

Continue Application » | e





On the ‘AMEND_NAME_CHANGE’ screen, enter your new name and the ‘Reason for Name Change’ dropdown.  Then click ‘Continue Application.’
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Step 1:Amend>New Name Information
Please enter your new name informaton below. Clck the Continue Application button

*indicates a required field.

Enter New Name Information

AMEND_NAME_CHANGE

“First Name: 2zn

Enter new name
Iiddle Name: and select
*Last Name: James-linglehsimer Schn reason for name
suffix:

*Reason for Name Change:

Contnue Application » | s





The records to be changed are listed on the ‘Records to be Changed’ screen.  Fees display.  Click ‘Continue Application.’  
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Step 1:Amend>Records to be Changed
We have located the folwing associated Application, License, o renewal records in your profle.

Records to be Changed

Fees display

AMEND

Showing 1-2 of 2

Record ID Record Description
AEC-14-01284 Cosmetology License
AENS-14-01283 Nai Speciay License:

Continue Application » | e

Save and resume later:





Changes to name based on ‘marriage’ or ‘divorce’ do not require a fee.  All name changes require the reason and documentation.
Use the ‘Upload Documentation’ feature to add documentation to the amendment if needed.

Click the ‘Continue Application’ button to move forward.
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Name Change Amendment
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Step 2: Attach Documents > Supporting Documentation
Please provide one of the following documents as proof of legal name change

1. Name Change Documentation : Acceptable forms of documentation are: Ifarriage Certficate, Divorce Decree, Court Papers, NYS Drivers License, US.
Passport

*indicates a required field.

Attach Supporting Documentation

NOTE: You must cick the Save Documentation button o save your information, before clicking the Continue button.

The following documents are required based on the information you have provided:

1. Name Change Documentation: Acceptable forms of documentation are: Marriage Certificate, Divorce Decree, Court
Papers, NYS Driver's License, US Passport

Name Twpe size. LatestUpdate  Action





Review that all information is correct.  If a section needs to be updated click the ‘Edit’ button and update as necessary.  If all information is correct, click the ‘Continue Application’ button.
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Step 3:Review

Save and resume lter, (1]

Please review all information below. Click the 'Edit’ buttons next to the section you wish to edit or dlick ‘Continue Application’

Record Type

Name Change Amendment

Contact type to Change

CONTACT TYPE TO CHANGE.

E

Please select the contact type you would like to change:  Individual

Enter New Name Information

E

AMEND_NAVE_CHANGE

First Name: Jenn
Middle Name:

Last Name: James-Jingleheimer Schmidt
Suffix:

Reason for Name Change: Marriage

Other Reason:

Records to be Changed

v J
Record D Record Description Fee
AEC-A4-01384 Cosmetology License. o
AENS-14-01883 Wil Specialy License o
R i v

Attach Supporting Documentation

NOTE: You must cick the Save Documentation button o save your information, before clicking the Continue button.

Name Twpe size. LatestUpdate  Action
No records found.

— Save and resume later{ (1]





If fees are assessed click ‘Checkout’ or ‘Continue Shopping.’

Once the amendment is saved or completed, it is listed on the ‘Manage My Licenses’ tab.
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‘The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and
other documents with vour account. Expect this secure process to take up to ten minutes.

Below is a lst of the records associated with your account. You can dlick the record number to see details. Use the action button on

the record to perform actions such as resuming an application, starting a renewal, changing a contact or adding n education
certification document.
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. Record Number ype Expiration Date  Status
= Record Number  Agency  Record Ty Date Statu Action Description

05012014 A14-002030 oS ‘Address Change Approved

Amendment
05012014 AECA401838  DOS Cosmetology License 0510172018 Active Amendment
os012014 oS Duplcate License. Approved

Amendment





Access an Amendment

On the ‘Manage Your Licenses’ tab all of your amendments are available to view. 

If you have an amendment that is ‘In Process’ you are able to view the process of the amendment by clicking on the ‘Record Number.’
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If you have an amendment for which you selected the ‘Save and Resume Later’ button the ‘Status’ says ‘Resume.’  Click on the ‘Resume’ link to complete the amendment application.
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